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NORTH COUNTY JOINT UNION SCHOOL DISTRICT 

500 SPRING GROVE ROAD 

HOLLISTSER, CA 95023 

 

CLASSIFIED POSITION 

 

JOB TITLE:  School Office Secretary I 

 

SALARY RANGE:  18 

 

DEFINITION/BASIC FUNCTIONS:  To provide a variety of secretarial support 

services in maintaining the day-to-day operation of the school office.  To assist the 

principal in the administration of the school site by performing a variety of complex and 

responsible secretarial and routine administrative support functions. To direct and 

coordinate the flow of work, communications, and activities processed through the school 

office. To collect necessary information and maintain a variety of logs and records. To 

act as school registrar and oversee attendance. Work requires the use of independent 

judgment, initiative, and general secretarial skills. 

 

DIRECTLY RESPONSIBLE TO: Principal & Site Administration 

 

EXAMPLES OF DUTIES/ESSENTIAL FUNCTIONS: 

 

1. Provides information and answers questions about school classes, activities, 

events, and programs. Takes and relays messages and information. Acts as a 

receptionist and a contact and reference source for staff, students, parents, and the 

public, provides information and assistance regarding established rules, 

regulations, policies, and procedures, assists parents and students from other 

school districts who are entering the District.  Communicates appointments to 

parents. 

2. Completes reports, checks records and other materials for accuracy, completeness, 

and conformity with established standards. Prepares and maintains comprehensive 

records, reports, files and lists related to student records and attendance, maintain 

student cumulative files. 

3. Performs school registrar functions included but not limited to enrolling and 

transferring students, ensuring correct registration procedures are being followed, 

overseeing TK/Kindergarten registration and maintaining California School 

Information Systems. 

4. Responsible for perfect attendance, honor roll and other student recognition 

programs. 

5. Responsible for report cards records and mailings. 

6. Maintains daily student attendance and information records in accordance with 

State requirements, utilizing the student management system. Verifies all 

absences and tardies. 

7. Creates Independent Study Contracts. 

8. Compiles data requested by the principal utilizing the student management system 
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9. Performs secretarial support for principal & school administration, assisting the 

administration with routine detail, as appropriate. 

10. Creates graduation programs, certificates, tickets, etc. 

11. Independently composes letters, memoranda, and bulletins, as directed. 

12. Provides first aid and basic health care to ill and injured students, contacts parents 

or public safety agencies according to established guidelines, administers 

medications according to physician’s directions, completes accident reports. 

13. Monitors students demonstrating discipline problems or assigns appropriate 

disciplinary action to students. 

14. Performs a variety of problem-solving tasks in support of certificated, classified 

and management personnel. 

15. Types from rough drafts or verbal instructions a variety of materials such as 

letters, memoranda, lists, bulletins, reports, statistical data, proofreads and edits 

materials. 

16. Operates a variety of office machines including a computers, copiers, calculator, 

and others to maintain records and generate reports, lists and other materials 

17. Performs related duties as assigned. 

 

Required Qualifications: 

  

1. Excellent communication skills and a record of effective interaction with public 

2. Successful experience working with a diverse student population 

3. Knowledge of office practices, procedures, and equipment 

4. Knowledge of receptionist and telephone techniques 

5. Knowledge of letter and report writing 

6. Knowledge of English usage, spelling, grammar, and punctuation 

7. Ability to learn and interpret specific rules, regulations, laws, and policies and 

apply them with good judgment in a variety of situations 

8. Ability to assume responsibility and use good judgment in recognizing the scope 

of authority delegated 

9. Ability to meet the public tactfully and courteously in situations requiring 

diplomacy, friendliness, and firmness 

10. Ability to perform clerical work of average difficulty 

11. Ability to make arithmetical calculations with speed and accuracy 

12. Ability to use word processing and excel and learn the operation of specific 

software programs 

13. Ability to work cooperatively with others  

14. Ability to organize and set priorities at work 

15. Ability to coordinate and schedule activities 

16. Ability to set up and maintain accurate files and records 

17. Ability to maintain confidentiality 

 

 

 

 

Training, Experience and Educational Requirements: 
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1. Completion of the 12th grade or equivalent. 

2. At least two (2) years of increasingly responsible secretarial and general clerical 

experience, including frequent contact with the public 

3. Computer literate: word processing skill must pass District typing/keyboarding 

test at least 55 wpm 

4. Must have advanced computer knowledge and experience with Microsoft Word 

and Excel 

5. Experience with CALPADS 

6. Participate in ongoing training relating to District student data system(s) 

7. Bilingual preferred 

 

Physical Demands of Positions: 

 The following essential physical requirements: 1 Seldom 

           2. Occasional 

           3. Often 

           4. Frequent    

 

1. Ability to stand, sit, walk, twist, stoop, crouch, climb, kneel, bend over, grasp, 

reach overhead, push, and pull (4) 

2. Ability to see for the purposes of reading computer screens, handheld computers 

or cell phone screen, manuals, labels, and other printed matter (3) 

3. Ability to hear and understand speech at normal levels (4) 

4. Ability to communicate so others will be able to clearly understand normal 

conversation (4) 

5. Ability to lift 25 pounds (2) 

6. Ability to carry 25 pounds (2) 

7. Ability to operate office equipment (4) 

8. Ability to reach in all directions (4) 

9. Ability to perform fine motor coordination (4) 

 

Work Environment 

 

1. Mostly inside school office but some working around school grounds 

2. Work under pressure of deadlines and time constraints 

3. Maintain emotional control under stress 

4. Ability to cover other workstations 

5. Ability to deal with interruptions 

6. Ability to deal with both adults and students 

 

Work Hazards 

1. Subject to exposure to communicable or infectious diseases 

 

Daily Service: 239 days per year 


